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SE(TION ig STATEMENT OF POLICY

OBJECTWE The development nd implementation of a program to protect and minimize
personal injuries on the job, the safety of the general public, the environment, and to reduce work
related injuries by a measurable amount.

STATEMENT OF POLICY: It is the policy of the City of Las Vegas1o provide a healthy and
safe place of employment for all employees; to attempt to comply with all regulations as they
pertain to our Mmrici ality, which is set forth in Federal, State and Local standards, statutes and
051-IA Standard 29 CFR 1910,29 CFR 1926, 49 CFR Part 325, Parts 350399 and Departmt
of Transportation Motor Vehicle Transportation requirements and to integrate good working
safety habrts m.o every aspect ofo Mmciahty activiLy The “Muo ciay a

-

Policy refers to the City of Las Vegas and its departments. To support this policy, five basic
principals are inherent:

• A positive belief that alt persona! irjnries can be prevented.
2. An acceptance on the part of management, and a ervaors of their responsibilities to

prevert personal injuries and to create safety awareness.
3. A conviction that it is reasonably possible to safbguard. all operating exposures, whic

may result in injuries.

4. Acceptance of the fact that the prevention of personal injuries is good practice, both from
- _c

- 1’toe sandpon o eurcency cOO 01 en-y.

5. A recognition that it is necessary to train all employees to work safiny and to understand
it is to their advantage as well as the Municipality to work safely; thrther, that they have a
responsibility to do so.
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SECTION 2: SAFETY RESPONSIBILITIES & DUTIES

MANA GEMENT

RESPONSIBILITIES: Safety begins with management commitment and participation. We
will set goals, establish accountability and be involved. Management is required to abide by this
policy, as are all employees.

DUTIES:

1. Communicate safety commitment and policy.
2. Attend safety functions.
3. Review accident reports and safety activities.
4. Make needed appropriations.
5. Lead by example.
6. Provide resources, including funding adequate to support this program.

SAFETY OFFICER

RESPONSIBILITIES: The Safety Officer, designee will be responsible for the overall safety
program. Although he is assigned overall responsibility for the administration of this program,
the responsibility for a safe workplace rests with every employee, from the City Manager to the
newest hire.

GENERAL DUTIES:

1. Develop educational materials, develop and implement training programs.
2. Arrange for training of employees, supervisors, and the Safety Committee Develop

written safety rules.
3. Assure compliance with government regulations.
4. Arrange for work place inspections.
5. Review all accident investigations.
6. Analyze reports to identify accident causes.
7. Provide First Aid Kits.
8. Prepare periodic reports for management.
9. Ensure that the resources necessary to implement this program are available using

appropriations provided by management.
10. Ensure that this safety policy is communicated to all employees of the City of Las Vegas.

*Detailed duties may be reviewed in the Safety Officer’s job description.
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DEPARTMENT HEADS

5. RESPONSIBILITIES: Safety begins with the Department Heads’ commitment and
participation. They set the Department goals, establish accountability, and be involved. A
poor safety record is a department management problem. Department heads are required
to abide by and enforce the safety policy’ and programs.

6. DUTIES:

1. Communicate safety commitment and safety policy and programs.
2. Attend safety functions.
3. Assure compliance with all government regulations and the City of Las Vegas

safety programs.
4. Review accident reports and safety’ activities.
5. Help develop and enforce the written safety programs.
6. Make needed appropriations.
7. Set a good example.
8. Provide resources, including funding and time to support the safety program.
9. Support the Safety Officer.
10. Review monthly inspections
11. Ensure that first aid kits are provided and inspected monthly.

SUPER VISORS

7. RESPONSIBILITIES: Supervisors have a direct responsibility for the safety of the
working group. They’ will help build safety into the work process and be alert for safety
and health problems.

8. DUTIES:

1. Stop work if unsafe conditions exist or develop.
2. Train new employees upon hire.
3. Train employees on job assignments and identified hazards.
4. Re-train present employees on an on-going basis.
5. Attend safety functions.
6. Make informal inspections daily. Document monthly inspection using the

checklist provided in the attachment.
7. Prepare accident reports.
8. Enforce safety rules.
9. Correct unsafe acts and conditions.
10. Conduct weekly safety meetings/training sessions.
11. Investigate all accidents.
12. Attend all scheduled safety training sessions.
13. Conduct monthly inspections of first aid kits.
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EMPLO YEES

9. RESPONSIBILITIES: Workers must learn the hazards of their jobs and abide by safety
policy, programs and rules. The program requires the wholehearted support of those it
was designed to protect. Employees are expected to participate to the fullest extent in this
safety program.

10. DUTIES:

1. Do not work in unsafe conditions.
2. Report hazardous conditions or concerns.
3. Abide by safety rules.
4. Communicate safety to fellow employees.
5. Make suggestions to help improve safety.
6. Ensure personal protective equipment is maintained in good condition. If you

need equipment or safety items, contact your field supervisor.
7. Use and maintain personal protective equipment provided.
8. Attend weekly safety meetings.
9. Attend all safety training sessions.

Every employee can feel confident that identjfying unsafe (lets or conditions will not result in
any type of reprisal to them.

IMPLEMENTATION: All City of Las Vegas employees, from top management to the newest
hire are to be actively involved in the implementation of this policy. Participation of all
employees will be monitored by the Safety Officer to ensure that all involved are fully
participating in the program and each employee is doing his or her part in the implementation of
this policy.
In order for a Safety Policy to be effective, there must be a means developed for holding
employees accountable for their unsafe work habits or conditions.

RESPONSIBILITY FOR DISCIPLINARY ACTION: Disciplinary action will be the direct
responsibility of Management. All employees including managers, Department heads, and
supervisors will be held equally accountable for compliance with safety policies and regulations.

• All employees from top management to the newest hire are to be held equally accountable
for any safety infraction.

• The purpose of holding employees accountable is to help employees conform to the City of
Las Vegas policy and work safely.

• If an accident occurs and if it has been determined that the accident could have been avoided,
the means of holding employees accountable should be made more severe after each
consecutive offense.

*ANY DISICPLINARY ACTION WILL BE IN ACCORDANCCE WITH THE CITY OF LAS VEGAS’S
CURRENT PERSONNEL ORDINANCE 86-6
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SECTION 4: GENERAL SAFETY RULES

1. Follow the safe job procedures established by the municipality and/or department.

2. Wear the protective equipment required for your job, as established by the municipality
and/or department through job instruction. It is your responsibility to see that your
protective equipment is in good repair. Damaged equipment should be reported to your
supervisor immediately and replaced.

3. Report unsafe acts or unsafe conditions to your supervisor without delay.

4. Report all accidents to your supervisor immediately whether anyone is hurt or not. In
cases of injury, get first aid as soon as possible.

5. Keep all mechanical safeguards in position during operation. Put main switch in ‘off
position whenever making adjustments, when setting up jobs or when machine is to
remain idle for any length of time. Don’t allow machinery to operate unattended

6. Where required by department use only the machinery, equipment and tools you are
qualified and authorized to use. A form must be completed by supervisor for any
employee to be ‘authorized’.

7. HORSEPLAY, such as scuffling, fooling, playing practical jokes, or throwing articles at
each other will not be tolerated.

8. No employee is permitted to make repairs on any electrical device or equipment unless
authorized to do so. ELECTRICAL EQUIPMENT IS NOT TO BE TAMPERED
WITH IN ANY WAY.

9. MACHINE MASTER SWITCHES ARE TO BE TAGGED OR LOCKED OPEN
WHEN MAJOR REPAIR, OILING AND GREASING OR MAINTENANCE IS
BEING PERFORMED.

10. The covers on SWITCH BOXES AND FUSE STATIONS ARE TO BE KEPT
CLOSED AT ALL TIMES.

11. All employees are required to WALK, NOT RUN, WHILE THEY ARE WITHIN the
work areas.
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12. No employee will be permitted to remove any guard installed over the point of operation,
power transmission, or moving parts without permission from the supervisor and then
only after proper safety procedures have been followed. After use in specific instances
where the guard was removed, it must be replaced immediately.

13. Compressed air should never be used for cleaning clothes, cooling or practical jokes.
VIOLATION OF THIS RULE CAN RESULT IN SERIOUS INJURY OR DEATH.

14. No worker will be permitted to use flammable solvents in an open container.
FLAMMABLES MUST BE STORED AND HANDLED IN APPROVED SAFETY
CONTAINERS.

15. First aid will be administered only by trained personnel.

16. Riding and/or hitching rides on powerized equipment, such as, but not limited to the
following, trailers, bob cats, mowers, backhoes, dump trucks, or any other non passenger
City vehicles.

17. The use of any tools, machinery or equipment for the personal uses of any employee,
whether on Company time or not shall not be permitted.

18. Only qualified maintenance personnel, authorized by the department head, are permitted
to repair machinery and equipment.

19. Safety equipment, such as vests, safety glasses, shields, safety shoes, etc., shall be used
whenever the operation or job hazard assessment requires them unless otherwise stated in
this written Safety Policy.

20. Employees who violate these safety rules will be subject to disciplinary action.

21. ALL ACCIDENTS must be reported to your immediate supervisor. If necessary, in-
house FIRST AID, or professional medical attention will be available. In ALL cases, a
written report of injury will be completed and turned into the Safety Officer.

22. Any unsafe condition noted must be reported to your supervisor, who is responsible for
having the condition corrected prior to proceeding with the job.

23. Safety goggles and other personal protective equipment issued for your protection must
be used or worn and used in the proper manner it was designed in designated areas or
activities as instructed or covered in this Policy.

24. As an employee you are required to wear appropriate work clothing and shoes. As
described in the Personnel Ordinance 86-6 under “2-6-12.4 Dress Code”

25. Do not stand or walk under suspended loads.
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26. Use of alcohol or drugs is not permitted and those reporting for work under the influence
may be subject to appropriate disciplinary action. (See Drug Policy”)

27. Good housekeeping should be maintained at all times throughout the work area. All
spills should be cleaned up immediately.

28. Air lines, electrical cords, or any other objects that could cause a hazard need to be
moved to a safe location when not in use.

29. Only authorized items, materials, pictures, notices, etc. are to be placed on any wall,
bulletin board, etc.

30. Work benches, windowsills and other like areas are not for storage. Keep these areas free
of excess materials and litter.

31. Areas on, around, in front and over electrical controls or panels and fire extinguishers are
to be kept clear at all times. This includes emergency exits.

SAFETY COMMITTEE:

The purpose of the Safety Committee is to review safety policies and recommend modifications
as necessary to the City Manager. The committee shall meet bi-annually or as required by

management.

The Safety Committee shall be composed of the following members:
Two (2) bargaining members from LVFOP;
Two (2) bargaining members from AFSCME;
Two (2) bargaining members from JAFF;
Two (2) non bargaining members of management;
One (1) non bargaining member from legal department; and
Safety Officer

The respective Union Presidents shall make their appointments of bargaining members for the
Safety Committee.

The City Manager shall appoint the non-bargaining members of management for the Safety
Committee.

Note: The Safety Committee is composed in accordance with any and all bargaining unit
contracts.
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SECTION 5: ACCIDENT REPORTING

All workplace accidents, regardless of how incidental, will be reported by the employee to his
supervisor and to the Safety Officer immediately.

The City of Las Vegas Safety Officer will fiiiy investigate all accidents and close
calls/near misses and fill out the appropriate accident report form on the day of the
accident. Accidents will be reported as required on the first report of injury form and to
be logged on the OSHA 300 form. Supervisors will report all accidents and near misses
to the Safety Officer or department head as soon as possible.

2. The City of Las Vegas supervisors shall document accidents on an Accident/Incident
Form for all accidents which result in an injury or work related illness, or near miss, or
damage to the City of Las Vegas property. The form will describe in writing the
circumstances of the accident and the corrective action taken. The form will be
completed within 24 hours of any incident and turned into the Human Resources director
or the city clerk or their designee.

3. In the event of a serious injury (see definition below), fatality, property damage accident,
or any damaging fire, the Safety Officer will be immediately notified regardless of the
day or hour. A serious injury is defined as any injury that requires medical treatment
beyond First-Aid, (as defined by OSFIA in the standard 1904 “Recordkeeping
Guidelines for Occupational Injuries and Illnesses ‘9 any trip to the hospital or doctor’s
office, or any single incident where three or more employees are injured or
hospitalized.

4. All work relatedfatalities and catastrophes will be reported by the Safety Officer to
nearest OSHA office with in 8 hours of occurrence and/or notjfication of the incident.

5. The supervisor will complete within 5 working days, a report outlining details involving
any safety-related incident occurring on-the-job. The report will describe the
circumstances of the incident, the recommended corrective action to be taken, and the
time frame for implementation to the Safety Officer. All accidents, near misses’
investigations shall be conducted with the goal being how to prevent recurrences or
similar incidents.

6. The OSHA 300 log will be kept by the Human Resource director or his/her designee and
a copy will be maintained by the Safety Officer. The OSHA 300 log will be kept in
accordance with 29 CFR 1904. It will be kept current within 7 calendar days. The aimual
summary OSHA 300A will be verified by a City Official (e.g. City Manager, or his/her
designee) who will certify that it is true, accurate, and complete before posting it at all
departments for the required time period for all employees to see.
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7. In the event of a “loss of time” injury.

a. The injurer’s immediate supervisor shall stay in close contact with the injured
employee or family and determine if any uimecessary hardship is being
experienced, and if anything can be done by the Supervisor or Human Resources
to alleviate that hardship.

b. The Human Resources will follow the medical status of the injured via written
communication and telecommunication with the health care provider regarding
the ability to return to work and realistic restrictions. The main thing to remember
is “the injured employee is still an employee and, therefore, is not to be ignored
and written off as an unfortunate.

c. The review board will consist of the administrator, (or his/her designee),
department heads, and Safety Officer.

d. All employees will see the City of Las Vegas workers compensation provider for
minor injuries and by the appropriate provider facility for all major injuries or
illnesses. The Human Resource Department will work closely with the provider
to facilitate a rapid return to duty.
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SECTION 6: SAFETY MEETINGS AND REPORTING

The City of Las Vegas will conduct one safety training each month and document all employees
in attendance. The monthly safety meeting report will include a brief narrative of the topic(s)
discussion.

Supervisors will conduct at least weekly safety meetings and will document these brief training
sessions as to attendance and topic of the discussion. Each meeting is to be documented and
forwarded monthly to the Safety Officer. (Safety meetings are usually conducted by department
or section, not an all Municipality meeting.)

The City of Las Vegas will complete a monthly safety report. The safety report will contain but
not necessarily be limited to the minutes of the monthly safety meetings and the attendance
roster. Also, to be included will be the accident/incident reports pertaining to work performed by
the City of Las Vegas.

Identified hazards shall be reported to management by employees immediately. This should be
reported verbally as well as in writing.
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SECTION 7: OUTDOOR SAFETY

• Use caution when working outdoors in rain, snow, or wind.

• If working conditions cannot be made safe due to whether conditions, suspend work until
conditions improve.

• Be alert for slippery steps, tripping hazards, or other hazards.

• Clean up all debris and dispose of it properly.

• Keep outdoor storage area free of weeds, grass, and debris, including broken glass and
other sharp objects.

• Gasoline for gas-powered equipment must be stored in an approved safety can.

• Keep cords, tools, and equipment out of the way of pedestrian traffic.

• Be alert to poisonous snakes. spiders, and insects indigenous to the area in which you are
working.

• Be alert to wild and domestic animals in the area.

• Be alert for poison oak, poison ivy, poison sumac or other plants that may cause skin
irritation.
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SECTION 8: OFFICE SAFETY

1. Never open more than one drawer of a file cabinet at a time. THIS IS THE MOST
COMMON CAUSE OF OFFICE ACCIDENTS.

2. Do not lay electrical extension cords in areas where people walk.

3. Do not overload circuits by plugging in more electrical devices than the electrical
receptacle is designed to handle.

4. Do not place liquid containers near electrical machines. (Example: Do not sit a cup of
coffee near your calculator or computer.)

5. Lifting heavy files or boxes beyond your physical ability is prohibited. When in doubt,
get someone to help you.

6. 1-landrails must be used when using stairs.

7. Do not sit on or slide down handrails.

8. Proper lighting of your work area is of utmost importance. If the lighting is in need of
repair report it to your supervisor or the Safety Officer at once.

9. When using microwave ovens you are to follow the manufacturer’s safety
recommendations.

10. You must know the location and proper use of fire extinguishers. Should it be necessary
to discharge an extinguisher, report it to your supervisor immediately so they can get it
recharged.

11. You must know the location where evacuation plans are posted in your work area.
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SECTION II: Policy Specifics

BLOODBORNE PATHOGENS

UNIVERSAL PRECAUTIONS

To ensure that employees who may be exposed to blood and other infectious materials during
administration of first aid or otherwise are afforded the greatest protection available, the
following policy has been established:

Universal precautions shall be observed whenever an employee may be exposed to blood or
infectious materials. This means approaching all blood and other potentially infectious
materials as if infectious. Particular attention shall be given to contaminated sharp objects
that may penetrate the skin including, but not limited to, needles, broken glass, and exposed
ends of wires. Work practices and engineering controls shall be followed, including the use
of latex gloves, masks and eye protection, resuscitation bags and mouthpieces, gowns, aprons
or specialized clothing whenever appropriate.

• Contact management immediately if you are exposed to blood or infectious materials while
administering first aid, or otherwise work related.

• Contaminated items shall be discarded into red (biohazard) bags or properly labeled
containers and delivered for disposal by licensed disposal contractors.

HEPATITIS B VACCINATION

Depending on the exposure, Hepatitis B vaccinations may be recommended for employees who
have experienced an occupational exposure to blood. Employees must sign a declination form if
they choose not to be vaccinated, but they may later opt to receive the vaccine at no cost.

POST-EXPOSURE EVALUATION AND FOLLOW-UP

An accredited laboratory must conduct any tests or follow-up procedures at no cost to the
employee. Follow-up procedures will include a confidential medical evaluation documenting the
circumstances of exposure, identifying and testing the source individual, if feasible, testing the
exposed employee’s blood with the employee’s consent, post-exposure prophylaxis counseling,
and evaluation of reported illnesses. Health care professionals must be provided with specific
information to facilitate the evaluation and their recommendation Hepatitis B vaccination
following the exposure. Information such as the employee’s ability to receive the Hepatitis B
vaccine must be supplied to the employer. All diagnoses will be confidential.

RECORD KEEPING

Medical records shall be maintained for each employee with occupational exposure to blood and
other infectious materials, in accordance with 29 CFR 1910.1020 and 19 10.1030.

Page 13 of6l



WORK PRACTICES

1. Employees shall wash their hands immediately or as soon as possible after removal of
gloves or other personal protective equipment and after hand contact with blood or other
potentially infectious materials. If hand-washing facilities are not immediately available,
employees shall use antiseptic hand cleaner or towelettes and shall wash hands with soap
and water as soon as feasible.

2. All personal protective equipment shall be removed immediately upon leaving the work
area or as soon as possible if contaminated and placed in an appropriately designated area
or container for disposal.

3. Eating, drinking, smoking, applying cosmetics or lip balm. and handling contact lenses
are prohibited after exposure to blood or infectious materials, or in areas likely to be
contaminated with infectious materials.

4. All first aid procedures involving blood or other potentially infectious materials shall be
performed in such a manner as to minimize splashing, spraying, splattering or generation
of droplets.

5. Mouth pipetting/suctioning of blood or other potentially infectious materials is prohibited.

6. Equipment that may become contaminated with blood or other potentially infectious
materials shall be disposed of by a licensed contractor.

PERSONAL PROTECTIVE EQUIPMENT

When there is a potential occupational exposure to blood or infectious materials (usually
during first aid procedures), employees shall use appropriate personal protective
equipment such as: Gloves, head and foot coverings, protective glasses, face shields, or
masks, eye protection, mouthpieces, resuscitation bags, pocket masks or other ventilation
devices.

NOTE: In every case, management must be contacted before any City of Las Vegas
employee commences work where there may be an exposure to blood or infectious materials.

1. Employees must eliminate or minimize the potential for exposure to blood and infectious
materials.

2. Disposal of contaminated personal protective equipment will be provided without cost to
employees.

3. Gloves: Gloves shall be worn when it can reasonably be anticipated for the hands to have
contact with blood, other potentially infectious materials, mucous membranes, non-intact
skin and when touching or handling contaminated items or surfaces.
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4. Protective glasses, masks or chin length face shields shall be worn whenever splashes,
spray, spatter, droplets or aerosols of blood or other potentially infectious materials may be
generated and eye, nose or mouth contamination can be reasonably anticipated.

5. Other protective clothing: protective clothing such as, gowns, aprons, lab coats, jackets or
similar outer garments shall be worn in occupational exposure situations.

Note: Refer to the City of Las Vegas’ Current Bloodborne Pathogens Exposure
Control Program.

CONFINED SPACE

This program applies to all confined or enclosed spaces as described below, and shall be
reviewed, evaluated and updated annually or when the scope of work changes:

1. Confined Space
a. An area large enough to bodily enter
b. An area that has limited means of access and egress
c. An area that is not designed for continuous occupancy

Confined or enclosed spaces include but are not necessarily limited to storage tanks, vessels,
manholes, bins, boilers, ventilation or exhaust ducts, sewers. utility vaults, crawl spaces, sub-
basements, tunnels, pipe and open top spaces more than four (4) feet in depth, such as pits. tubs,
vaults vessels, and in some instances, excavations.

2. Non Permit Required Confined Space
a. An area large enough and configured in such a way that it can be bodily

entered.
b. An area with limited means of access and egress.
c. An area not designed for continuous occupancy.
d. Does not contain, or has the potential to contain any hazard capable of

causing death or serious harm, atmospheric or otherwise.
e. Confined or enclosed spaces include but are not necessarily limited to

storage tanks, vessels, manholes, bins, boilers, ventilation or exhaust
ducts, sewers, utility vaults, crawl spaces, sub-basements, tunnels, pipe
and open top spaces more than four (4) feet in depth, such as pits, tubs,
vaults vessels, and in some instances, excavations.

3. Permit Required Confined Space
Means a confined space as defined in 1-A, and either contains or has the potential to
contain any one or more of the following:

a. A hazardous atmosphere.
b. Material that has the potential to engulf an entrant.
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c. Has an internal configuration that could trap or asphyxiate an entrant.
d. Contains any other recognized serious safety or health hazard.

**No permit-required confined space will be entered by any employee of the City of Las Vegas.
If permit-required confined space entry is required, then all work will cease, until the proper
training is completed, a competent person is on site, air-monitoring is conducted, PPE is obtained
and an addendum is added to this policy.

4. Evaluation and Classification of Spaces
Spaces will be identified, evaluated, characterized and documented by the site owner, by
use of atmospheric testing, and/or required permits. All known information on any
spaces will be given to the City of Las Vegas or its subcontractors well in advance to any
confined space entry.

5. Training
The City of Las Vegas will have or be provided with documented proof of formal
confined space training prior to the commencement of confined space work for all
employees and sub-contractor personnel entering into confined spaces, or serving as a
confined space attendant, entry supervisor or as an individual monitoring the atmosphere
in the confined space.
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Drug and Alcohol

The City of Las Vegas has a responsibility to all employees to provide a safe work place and a
responsibility to the public to ensure that their safety and trust in the City of Las Vegas are
protected. The City of Las Vegas is concerned with situations where the use, possession or
distribution of drugs or alcohol affects job performance or the safety of others. Therefore, this
policy is to assure that only safe and alert employees are permitted onlin City of Las Vegas
premises, on City of Las Vegas job site locations and at any time while operating City of Las
Vegas vehicles, or using City of Las Vegas equipment. This policy establishes guidelines for
consistent handling of alcohol and drug usage situations throughout City of Las Vegas.

All employees covered by this Safety Policy are subject to the City of Las Vegas’ current
Drug and Alcohol Policy.
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Electrical Safety

• Electricity is “ground seeking” and will take every route available to ground, not
just through the most conductive material. Therefore, if electrical equipment is
not already at ground potential (“grounded’), electricity will flow through any
conductor (including the City of Las Vegas employees) that come into close
proximity or contact with the equipment.

• An electric current of 1/3 of 1 amp passing through a human body can kill in 1/3
of a second. To avoid injury or death from electric shock, you must never touch
any electrical equipment until you have positively determined that the equipment
has been isolated and grounded.

• Electrical equipment and lines will always be considered energized until they are
positively known to be isolated and grounded.

• Turn the main switch to ‘Off’ before removing and replacing power fuses.
• Do not wear watches, rings or other metallic objects which could act as conductors

of electricity around electrical circuits.
• Before leaving the job, test insulators and equipment to ensure they are free from

defects.
• Do not work near any circuit that is in service without first installing barricades

approved by your supervisor.
• Do not touch field brushes or a synchronous motor until the motor is up to

synchronous speed and the field switch is closed.
• If objects to be worked on are found to be energized, stop work immediately and

notify your Supervisor, the General Contractor or the Power Company.

• When working in the vicinity of power lines, perform work in a manner that will
prevent contact with power lines by your body, tools or equipment. Use
particular caution when working near overhead power lines.

• Observe a minimum of 10 feet of distance from your body, and tools, ladders,
etc., when working near energized electrical lines and apparatus. THIS IS THE
MINIMUM DISTANCE - MAINTAIN GREATER DISTANCES WHENEVER
PRACTICAL.

• Do not use tools, ropes, lines, or measuring tapes made of metal or other materials
that conduct electricity when working in the vicinity of energized electrical
apparatus. If these items touch or come near to energized apparatus, an electrical
circuit through the workers body may be created, resulting in serious burns or
death by electrocution.

• Never use a metal ladder near power lines or equipment.

• Always use GFCI protected outlets and cords.

• If a telephone line or other communication equipment comes in contact with
power lines:

(1) Immediately barricade the area.
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(2) Keep the public away from area.

(3) NotifSj your Supervisor and the Power Company.

QUALIFIED EMPLOYEES

The City of Las Vegas will use only qualified employees who have completed a
recognized apprenticeship program of at least four years and have four years of
applicable work experience. They may come from on the job training. Additionally, the
qualified worker must be knowledgeable about the proper use of special precautionary
techniques and PPE.

If changes occur during the scope and direction of work, a Supervisor or the Safety
Officer will be notified and the work will stop and not commence until the hazards are
mitigated. If additional electrical work will occur, additional training and an addendum
shall be added to this policy.
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Emergency Action Plan

The following procedures are to be followed for the following emergencies:

A. Medical Emergencies

1. Call 911 or the local emergency number.
2. Notify the supervisor immediately.

3. Send a person to the main entrance to direct emergency vehicles and
equipment to the location.

B. Fire Emergencies

1. Call 911 of the Fire Department immediately.
2. Notify the supervisor.
3. Shut down equipment, if it is safe to do so.
4. Evacuate persormel from the danger area.
5. Attempt to extinguish the fire if it is safe to do so.
6. Send a person to the main entrance to direct emergency vehicles and

equipment to the emergency location.

All personnel will be aware of Fire Extinguisher locations and, First-aid equipment
locations.

Fleet and Driver Safety

Safety and accident prevention are considered to be of utmost importance to the
management of this Municipality in all areas of operation including driving.

Our drivers are one of the most important assets we have and their safety is our greatest
responsibility. It is our intent to incorporate adequate safety features into our procedures
to prevent accidents and eliminate injuries to our employees and clients as well as the
general public.

It shall be the responsibility of every supervisor to carry on the operations under his/her
authority to afford adequate protection for all employees under their supervision. The
Supervisor is the key employee in preserving personnel, property and the environment in
which this Municipality works. He/she will see that unsafe acts and conditions are
detected and corrected and reported, to the Safety Officer so that precautions are taken to
safeguard personnel and property.

Each individual driver is expected to cooperate and abide by the Municipality safety
Policy to ensure the safety of himfherself and fellow drivers, as well as the property of
the Municipality and others. All drivers are, therefore, expected to observe all safety
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rules and policies as well as instructions relative to effective and efficient performance.
He/she shall report all unsafe acts/conditions to their supervisor.

Training is a function of all supervisors and it is their responsibility to ensure that each
individual driver receives the necessary instruction required so that an employee can
perform their job in the safest possible manner. It is also the job of the supervisor to see
that the instruction follows to safe work practices by all under their jurisdiction.

OPERATION STANDARDS

Annual Review

All driving employees may be reviewed monthly and evaluated by Human
Resources/designees.

PERSONAL USE POLICY

All drivers of company vehicles are allowed personal use of their assigned vehicle. Use
of the vehicle for personal business is allowed. Only assigned drivers are allowed use of
the vehicle except in case of emergency when the company vehicle was the only
transportation available.

PERSONAL VEHICLE USE ON COMPANY BUSINESS

To assure that all employees who operate a personal vehicle on Municipality business,
even incidental use, have adequate automobile liability’ insurance coverage and have a
good driving record, shall meet the following criteria:

1. All employees who will operate a personal vehicle on Municipality business
(business elTands, sales contacts, etc.) should have a Motor Vehicle Record
Check (MVR) at the time of hire and at least annually thereafter.

2. Employees who will operate their personal vehicle on Municipality business
should provide proof of automobile liability insurance coverage of at least
$1OOOOO. /S300,000 or a single limit of 5300,000 to Human Resource every six
months.

ACCIDENT REPORTING

IN THE EVENT YOU ARE INVOLVED TN AN ACCIDENT YOU SHALL:

1. Stop at once and dial 911 or the local emergency number.
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2. Use warning devices. Turn off all engines. No smoking and guard against
fire.

3. Identify yourself, the City of Las Vegas and show your license and
registration on request.

4. Be courteous. Make no statement about the accident except to the police
or the Sqfeiy Officer.

5. File an injury report/incident accident form with your supervisor as soon
as you are able, or to the Safety Officer.

6. You may be required to submit to a drug test following the incident.

Hazard Communication

This program provides information to City of Las Vegas employees concerning chemical
products to which they may be exposed as follows:

1. Maintain a list of all hazardous chemicals used in the City of Las Vegas’ work.

2. Make available Material Safety Data Sheets (MSDS) for all hazardous chemicals
used.

3. Provide hazard communication training to employees.

4. All subcontractors will be required to meet the City of Las Vegas’ Hazard
Communication Program requirements.

LISTTNG OF CHEMICAL PRODUCTS:

1. The City of Las Vegas shall maintain a list of all chemical products used in the City
of Las Vegas work. All subcontractors must give the City of Las Vegas a copy of
their chemical list before starting work.

2. Potential health exposures and hazards related to a particular chemical must be
evaluated prior to use, and workers informed.

3. The City of Las Vegas will obtain MSDS from all chemical suppliers, and keep a
copy of this program, the chemical list and the MSDS.

LABELS

1. All chemical products received at the City of Las Vegas shall be properly labeled in
English and any other languages needed. If labels are not provided they shall not be
received, or the supplier shall be contacted to have specific labels sent. All chemical
labels shall provide the following information:

• Identity of the chemical or substance

• Hazard warnings

• Name and address of the manufacturer
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2. Labels must not be removed and are to be replaced if illegible.

3. Proper posting of all chemicals in storage areas shall identify all materials and
potential hazards.

HEALTH, SAFETY AND EMERGENCY PROCEDURES:

To ensure that required information is available and accessible during an emergency,
such as a chemical spill, the following information shall be made available to local, State
or Federal authorities upon request:

1. MSDS

2. Location of all stored chemicals if the amount is equal to 30 gallons or pounds or
more specific spill control/clean-up procedures as per the MSDS.

3. Health hazards, including symptoms of exposure or recognizable medical conditions

4. Environmental impact to air, soil or water which may result from the of specific
quantities of a chemical substance

TRAINING:

No employee may be exposed to or handle chemicals on a work site unless properly
trained. Employees will be trained initially upon hire and then as needed when new
chemicals are added or procedures change. The training will be done by the City of Las
Vegas Safety Officer or an outside safety consultant. The training program will provide
the following information:

1. Requirements of the Hazard Communication Standard.

2. Locations of all chemical products used during day-to-day operations.

3. Locations where hazardous chemicals will be used.

4. Location and availability of Material Safety Data Sheets (MSDS) and chemical
inventory list to include those of subcontractors.

5. Interpretation of MSDS data and what is required to be on a MSDS and chemical
labeling, physical and health hazards of the chemicals.

6. Observation techniques to detect the presence of a chemical spill or accidental release
into the work area as a MSDS specifies.

7. Methodologies to enable employees to protect themselves, such as work procedures.
emergency procedures and personal protective equipment as a MSDS specifies.

8. Emergency response procedures.

9. Health hazards of the chemicals

10. Measures employees are to take to protect themselves from the chemicals.

11. The details of the program.
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MATERIAL SAFETY DATA SHEETS (MSDS)

MSDS’S must maintain the following areas of information:

Product Information
• Manufacturers name and address and points of contact

Hazardous Ingredients
• Trade name
• Chemical name
• Exposure limits
• Physical data,
• i.e. Vapor pressure, specific gravity, odors etc.

Fire Data
• Any special fire hazards and fire fighting procedures
• i.e. Flash point, ignition temperature, lower and upper explosive limits

Health Hazards
• Primary routes of exposure
• Signs and symptoms of overexposure
• Emergency first aid

Material Storage
• Reactivity
• Improper storage conditions
• Conditions to avoid
• Spills and leakage procedures

Handling Requirements
• Required PPE
• *Sonletimes may have to review hazardous ingredient section to make sure you

have proper PPE for product.

Shipping and Transpoation Data
Required placards for rail

Any other Special Information
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Hand and Power Tools

General Tool Safety

1. You must wear safety glasses, goggles, or a face shield at all times when operating
power tools, to protect against flying debris that can result in eye injuries or
blindness.

2. Never use a tool, machine, or device that you do not know how to use.
3. Use only tools that are provided by or specifically approved by the City of Las Vegas.
4. All tools must be kept in good repair and working order.

5. Examine tools before and after use and return them to their designated place when
finished.

6. If a tool is defective, clearly tag it as defective and remove it from the work area or
job site.

7. Do not attempt to repair any tool, machine, or device unless you are qualified to do
so.

8. Use tools only for their intended purpose and use the correct tool for the job to be
performed.

9. Do not use an axe as a hammer or sledge.

10. Cracked handles on tools must be replaced. Do not tape or try to secure broken
handles with wire.

11. Never drop or throw tools. Use hand lines.

12. Never point tools at people.

13. Never leave tools unattended or unsecured on elevated places such as pole steps,
ladder platforms, and ladder seats where they can fall. Use a tool bucket, tool belt, or
other effective means to protect tools from falling when they are not in actual use.

14. Cutting tools. such as saws, chisels, and drill bits must be kept properly sharpened
and must be guarded or sheathed when not in use.

15. Sharp edge tools must be guarded when they are carried on vehicles.
16. Do not carry sharp or pointed tools in pockets.

17. Do not carry or place sharp or pointed tools where they might stab or otherwise injure
the person carrying them or others in the area.

18. Do not carry tools over your stomach or the middle of your back when working in an
elevated position. to avoid injury to internal organs and spine in case of a fall.

Page 25 of6l



ELECTRICPOWERTOOLS

1. Beforeusingany powertool, setyourselfin a solid andbalancedpositionandarrange
attachmentsandaccessoriesin a safeplacewithin easyreach.Neveroverreach.
Whennecessary,turn off the tool and move or rearrangethe work.

2. Keep cordsout of the way of vehicularandpedestriantraffic.
3. Checkthe cordson powertools beforeusingthem. Worn, cracked,or frayedcords

mustbe replacedbeforeusing.

4. All metal andnon-doubleinsulatedtools musthavea three-wire,three-prongplug to
provideadequategroundingto protectagainstelectric shock. Double insulatedtools
do not needa groundingwire.

5. The plastichousingof doubleinsulatedpowertools providesone of the levelsof the
‘double” insulation. Do not usea doubleinsulatedtool if the housingis crackedor
broken.

6. Neverattemptto bypassor tamperwith groundingdevices,insulation,or guardson
electricaltools andequipment.

7. Neverhoist or carry a power tool by its cord.
8. Neverchangepartsor servicea powertool while it is pluggedin.
9. If a powertool developsa defectduring use,stopusing it immediately,until it is

properly repaired.

10. Neveralter the on-off controlson any tool to keepit in the “on” position.
11. Extensioncordsmustbe of the sameor heaviergaugeor capacitythanthe tool.
12. Whenpower for electricalpowertools is suppliedfrom a portablegeneratoror a

truck-mountedgenerator,metal partsmustbe properly’ grounded.
13. Extensioncordswill be pluggedinto GFCI’s.
14. All tools & equipmentusedin wet locationswill be protectedby a GFCI.

HeavyEquipment

1. Wearyour hardhat, hearingprotection,and safetygoggleswhile operatingheavy
equipment.

2. All operatorsmustwearthe seatbelt whenoperatingscrapers,loaders,dozers,
tractors,and graders.

3. No passengersarepermittedon heavyequipment.
4. Keepthe windows andwindshieldof heavyequipmentclean.
5. Do not useany heavyequipmentif its horn or backupalarmdoesnot sound.
6. Do not crawl underthe raiseddumpbody’ during inspectionof a dumptruck.
7. Turn the engineoff beforeleavingheavyequipmentunattended.
8. Do not jump from or onto anyheavyequipment.
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